Employee Training Management System (ETMS): Employee Help Files

EMPLOYEE

INTRODUCTION

California State Parks is proud of its reputation for training excellence and is
looked upon as a leader in park management, interpretation, maintenance, and law
enforcement training. Employees are the key ingredient for the Employee Training
Management System (ETMS) to be successful. This web based training
management system has replaced the paper and pencil Employee Training
Request (DPR 392), the Training Attendance Roster (DPR 433), and the Individual
Training Record Change Request (DPR 434) processes for all Department
employees. The ETMS also allows employees to view their training history as well
as training requirements for specific Classifications and Job Titles. Required
Training is displayed on the Employee’s Home Page based on their Classification
and/or Job Title. This enables tracking of these training requirements by the ETMS
to be more accurate and efficient. Employees now have immediate access to the
status of all required training and certifications for their current position.

LOGIN

A. To login to the Employee Training Management System, type the following
address: https://etms.parks.ca.gov/loginversion2/ into your Internet Browser.
The first screen that appears will be the Active Directory login screen that
identifies the Employee as a Microsoft Active Directory User. The User Name
and Password associated with this login screen is provided by the Office of
Information Technology. If you do not know your User Name and Password,
call the IT Help Desk at (916) 657-2907. The screen will look similar to this:

Connect to etms. parks.ca.gov

=
: 1-;)‘.

parks.ca.gov
User name: £ ginger w
Password: “eee

Remember my password

[ OK, I[ Cancel ]

B. The next login screen will be the ETMS login screen. The User Name and
Password associated with this login screen has been generated by ETMS.
The screen will look similar to this:
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£ DPR-TTS Log In Form - Micrasoft Intarnat Explorar
Fie Edt Vew Favortes Tooks Help

[« L x| |2

4 Sewch Favorites 4]

3 =
i

DPR - Employee Training Management System

Browser/05 Detail
Browser Type Internet Explorer
a 6.00

Operating System: Windows

T G vl Gyl - 5. 2| ks Egrye o

2 % Local nizanet
48] Lisew Herm Page - M TP Cornd FHOTO-PAINT | EEODOMN LG o0

If you have forgotten your User Name and/or Password, click the

00172 MRS INFTGTH SRR UG B link. You will be prompted to submit your

email address and your User Name and a new Password will be sent. The
email will look similar to this:

[&5 Mail From: <ginger@parks.ca.gov>

File Edit Yiew Actions Tools Accounts  Window  Help
W close FlReply ~ GlForward -~ %% -

£ & B,
Mail lProperties ] Personalize ]

E»

Wour kemporary password:

User Mame:  swesss

Password: A

If you attempt to login with an incorrect User Name and/or Password, you will
be locked out after seven attempts. Contact System Administrator to be
reset.
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E. First Time Initialization

Once you successfully login to ETMS, you will be presented with a screen
that looks similar to this:

lect Primary Supervisor

ect Alternate Supervisor

ter ¥our Email Address

Flease Ee-ent - Email Address

subimit

1. Complete the following steps:

a. Select Training Group from the drop down list.

(1) This is a list of all Training Groups within the Department.

b. Select Primary and Alternate Supervisors from the drop down lists.
c. Enter your contact Email Address.

(1) This is the email address that the system will use to contact
you. You will be asked to re-enter your email address to
ensure that you have entered it correctly.

d. Click submit and the following screen will appear:
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DPR Training Tracking System

Training Group: San Luis Obispo Coast District

Sub-Training Group: MN/A
/A
Coastal Sector
Museum Sector
San Simeon Seclor

e. Select a Sub-Training Group from the drop down list and submit.
Use N/A if you are not assigned to a Sub-Training Group.

NOTE: Every time you edit your profile, you will automatically be logged
out of the system and will need to perform the above process again.

lll. HOME PAGE: The User Home Page screen will look similar to this:

@ User Home Page - Microsoft Internet Explorer EJ'EJ@
File Edt View Favortes Tools Help o
e » | =
%] 2] @n I seach §grevoiss &8 i ks | R T
5/18/2006 My Personal Records Resource Center Message From Mott T.C. [ Mew | ™~
HELP Ily Training Record Classification Messape Archive
Log Off Submit Tr Request: IN | OUT Job Title MTC Web Site
Tr Request Status: [N() | OUT() Traming Catalog POST Web Site
Contact 90-Day Patticipant Eval: @) Training Schedule DPR Web Site
o Admnistrator Program Roster Suggestions Errors?
version 2.0 —
[Tr Spec]  [Superviser]
Training Request Mgt : Training Spec (00
Training Request Mgt : SPVRIIN(0)-OUT(0)
PROFILE
EDIT
TName
. s Completion Repeat  Due 5
KIRSCHENMAN, GALL Lragramtide Required BY ““pote  Tnterval Date PR
Classification Ethics Orientation for State Officials Classification = 3/23/2005 24 3/23/2007 YES
4802: Staff Services Manager IIT Superwisory Course Classification ----
Education/License - [ Add | Edit | Management Course Classification _-
NiA Sezual Harassment Prevention Classification = 12/1/2005 24 121172007 YES
Training Group EEO With All Due Respect classiicaion | 652003 | I
Training Office (068) Defensive Driver Training Program = Supervisor | 2/1/2008 48 21/2010 YES
Sub-Training Group: [ Edit ]
A
Email
girs@parks ca gov
‘Work Phone
(916) 651-0387
Primary Supervisor
HENRY, GINGERLOT
Alternate Supervisor
HENRY, GINGERLOU
Training Coordinator
HEMRY, GINGEELOU
Manager
HENRY, GINGEELOU
~
] Done: S % Localintranet
M (ER g ?| B connected-Ba... | E]help Employes.d... | 49 Novell Groupwis... | [E] Microsoft Excel .., W T Corel PHOTO-PA. . HWEDOMNIE L 900am
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A. PROFILE

Before proceeding, the User should review their profile information on the left
hand side of the screen. The screen will look similar to this:

1. Edit PROFILE Information

a. Click the EDIT link to edit the following: Password, Training Group,
Email, Work Phone, Primary and Alternate Supervisors. The
screen will look similar to this:
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PASSWORD

Confirm Password

Training Group

Training Office (068) M,
Email

ghirsi@parks.ca.gov
Confirm Email

gkirsi@parks.ca.gov
Work Phone

(916 651-0387 i
Primary Supervisor

KIRSCHENMAN, GAIL |+
Alternate Supervisor

KIRSCHEMMAN, GAIL V:

b. Click submit to log out and allow the system to reset itself with your

new information. You will now need to log back into the system.
The screen will look similar to this:

€] DPR-TTS Log In Form - Microsoft Internat Explorer L—_J[E‘_'J@
Fle Edt Vew Favortes Took Help "

= = z »
anck S ﬂ E] B O sach §lpFavoies @) iz W] - Links ,ﬁj'

W\ FOR,

Ay s . r

> DPR - Employee Training Management System
P

e ®
version 2.0

Your Profile has been npdated. You must now lag back in.

Forgotten User Name/Password ?
Browser/0S Detail
Browser Type: Internet Explorer

Erowser Version: 6.00
Operating Systern: Windows

] Done &) % Local intranet

M e % tovel Groupihise - 5., 7\@_] help Employee.dac - .., £ User Home Page - Mic... .;Zi B R T BT . Carel PHOTO-PAINT s ‘ L#BO MN 1015am
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c. Add Education/License Information: Click the Add link and select
the Education/License from the drop down list. The screen will
look similar to this:

High School Graduate
GED Certificate
Some College

Masters Degree
FHd Degree
License/Cedification

Enter Concentration and click Add. The Education/License will be
added to the User’s Profile. The screen will look similar to this:

General Education

Add

d. Edit Educational/License Information: Click the Edit link to delete
or edit the Education/License. The screen will look similar to this:

(1) To delete, click the Delete link and confirm that the
Education/License will be deleted from your Profile.
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(2) To edit, click the Edit link and then click the Education/License
link that you wish to edit. Complete the required information
and click Edit. The screen will look similar to this:

Education/License Management

Education : A4 Degree v

Concentration : Secretarial Science

Edit Sub-Training Group: Click the Edit link next to Sub-Training
Group to edit your Sub-Training Group. Select Sub-Training Group
from the drop down list and click submit.

Training Group: San Luis Ohispo Coast District

Sub-Training Group:

Museurn Sector
San Simeon Sector

Choose a new Primary and Alternate Supervisor. Click the submit
link to allow the system to reset itself with your new information.
You will now need to log back into the system. The screen will look
similar to this:
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\‘\YOR,“/
Cd

T
“
S

DPR Training Tracking System

Please Select your new supervisor(s)

Primary Supervisor BEMMETT. DARRELL v

Alternate Supervisor BENMETT. DARRELL hd

NOTE: Training Coordinator, Sub-Group Manager and Manager are assigned
by the System Administrator according to your Training Group and Sub-

Training Group. These fields cannot be edited by the User.

B. HEADER

Located on the top of the screen is the main header for the Employee
Training Management System. Within the Header are the tools to assist the
Employee in navigating the system. The Header will look similar to this:

5/18/2006
HELP
Log Off

Contact
Administrator

version 2.0

90-Day Participant Eval : (0)

My Personal Records Resource Center
Iy Trainmng Record Classification
Submit Tr Request: M |QUT Job Title

Tt Recuest Status: [N | OUT(O) Traming Catalog

Program Roster

Traming Schedule

Message From Mott T.C. [ Mew |
Message Archive

MTC Web Site

PIOUST Web Site

DER Web Site

Sugzestions T Errors?

1. DPR LOGO: The DPR logo area includes the current date and the
following links: HELP, Log Off and Contact Administrator.

a.
b.

Updated: 5/15/2006

California State Parks

Discover the many states of California. %

ETMS Help Files
William Penn Mott Jr. Training Center

VERSIOH 2

Tahle of Contents

Emploves Heln Files
Supervizor Help Files
Sub-Group Manadger Help Files
Manacer Help Files

Training Coordinator Help Files

Instructor Help Files

Infarmation Help Files

Logo: By clicking the Logo, it will refresh the User's Home Page.
HELP: Click this link to view the ETMS Help Files and/or contact
the System Administrator. The screen will look similar to this:
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Log Off: Click this link to log off the system.
Contact Administrator: Click this link to contact the System

Administrator.

C. MY PERSONAL RECORDS

1.

My Training Record: By clicking this link, the User can view all training
records that have been entered into ETMS. The screen will look similar
to this:

] havps:iinims. parks.ca.gov - Training Fecord - Microsoft Internet Explorer =Jl=]
Close Windaw Dack
Training Record (PEPITO, ALPHONSO)
Training Programs Completed
R R o E::::'l Training  Program S Completion Length - Training
arvection P.OS.T. gram Title Provid Provider cation Date P Ciges
{menths)
Submit  YES PSP - Tactical Conmmunications 2 DFR DPR  Paific Grove 41312006 2 HiA
Submit  YES PSP - Driver Training 2 DFR MTC  Tesmng 47202006 4 HIA
YES  Defensive Tactics Instructor Refresher a8 DPR DPR  Man Training Center 32472006 3 NA
YES PSP - Driver Training 2 DPR MTC  Mamna Airport 12006 a HIA
NO  Access Level ] HIA DPR test333  test 333 1412006 16 C  IobRelated
YES  Basme Course Consorium HIA State Agency Sam Mateo H912005 g HiA  Job Belated
YES PSP - Tactical Communications 2 DFR Big Sur - Monterey District 6712005 2 A Job Requied
YES PSP - Driver Training 2 DPR Big Sur - Monterey Distnet 6712005 4 HIA  Job Required
YES PSP - Amest and Contral 2 DPR Big Sur - Monterey Distnct 6712005 4 HIA  Job Required
ALERT {Advanced Lifeguard Emergency = ; Orange Coast, Angeles, A o o
NO B espouss Traiing(Various Coveses) 12 DER Moserey, Sacrammensn HOQ. 22005 6 WA JobRequired
N ALERT (Advanced Lifeguard Emergency e =
St 0 2 . )
Submit HO Response Traiing)(Various Courses) 12 LFER Monzerey District AN 22005 7 HiA  Job Required
Submit  YES  Base Course Consortiumn HiA State Agency Garden Grove 3312005 12 A Job Requred
Suibarat YES f(.ll; i{»&;’“"“““““"" Eetpmg Your Bdge HIA DPR Sacramentc 12152004 2 A Job Requred
Submt YEE Eanc Courre Consortium WA State Agency Sacramente 120972004 & HiA  Jeb Eelated
Submt  YES  Base Course Consortiumn HiA State Agency Sacramente 1219/2004 12 MA Job Requred
P sie  ALERT {Advanced Lifeguard Emergency - 5 . —. o ; -
Suibarit e s 12 Lacal Agency Pacific Grove - Fre 12172004 3 HIA  Job Related
Submg  YES  Officer Involved Shostng HIA MiA Mot Training Center 11122004 40 A  Jeb Related
Stheg || No  ZEnl(awecedeegurd Emegency 12 DPR Morserey District 100672000 6 MIA  Job Required
Besponse Traming)(Vanous Courses)
4 bone S tnteret

(TSI Mep

a.

B conected- ., | Bt sopme., | B, BT IO ) b pogreado | T cosl 01008

&

3

T @2 MOMNGL G ram

Instructor Hours for Training Programs: For Department
instructors the system will document all hours of instruction through
the Group Roster function. This information will be listed below the
Training Program Completed list and will look similar to this:

Subimt
Submit

Submt

Subt

Correction P.O.S.T.

Instructor Hours for Training Programs

Program Title

YES PSP - Tactical Communications
YES PSP - Driver Traiing

HES

YES PSP - Drwer Traming

Intructor Type
LD-03 Tac Com

Driving

Defensive Tactics Instructor Refresher Defensive Tactics

Driving

Location

Pacific Growe

Testing

ott Traming Center

Ianna Awport

Lengthihr)

2
4
36
4

Updated: 5/15/2006
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b. Excel: The User can download all of their Training Records to an
Excel file by clicking the Excel icon. The screen will look similar to

this:

PEPITO, ALPHONSO
.0.5.T. Program Title Location Completion Date Length(hr)
FALSE |Access Level | test 333 1/4/2006 16
TRUE |Basic Course Consartium San Mateo 6/5/2005 12
TRUE |PSP - Tactical Communications Big Sur - Monterey District B/7 /2005 2
TRUE |PSF - Driver Training Big Sur - Monterey District B/7£2005 4
TRUE |PSF - Arrest and Contral Big Sur - Monterey District B/7£2005 4
ALERT (Advanced Lifeguard Emergency Orange Coast, Angeles, Maonterey,
FALSE |Response Training)(Various Courses) Sacramento HQ. 4112/2005 16
TRUE |Basic Course Consoriurm Orange County B/10/2004 12
TRUE |Racial Profiling Santa Cruz District 12A10/2003 )
FALSE |Microsoft PowerPoint XP - Level | Salinas 11/4/2003 8
FALSE |Cal-Card Refresher (Classroom)(Declined) |Mott Training Center 10/22/2003 2
FALSE |Ethics Qrientation for State Officials Pacific Grove 10/15/2003 2
FALSE |Microsoft Access XP - Level | Salinas 10422003 16
FALSE [CPR Refresher Monterey 94102003 4
TRUE |Racial Profiling - Train the Trainer Sacramento PoliceTraining Center 8/29/2003 24
FALSE [Basic Maintenance Management MTC 5/31/2003 36
TRUE |Driver Awareness Instructor MTC 4/3/2003 24
FALSE [Interpreting to Diverse Audiences Mott Training Center 372152003 32
FALSE |EED Counselor Sacramento 124472002 20
FALSE |EEQ Investigator Sacramento 11/15/2002 20
FALSE [Internal Affairs Investigation hott Training Center 2/3/2002 24
TRUE |Defensive Tactics Instructor Refresher MTC 211/2002 36
TRUE |Management Course MTC 12/20/2000 104
TRUE |Continuing Advanced Officer Mott Training Center 10/1/1999 24
TRUE |Supervisory Refresher Asilomar 10/25/1996 28
TRUE |Supervisory Course Asilomar 3/441989 120
Instructor Hours
Program Title Location Completion Date
TRUE |PSP - Tactical Communications Pacific Grove 4/3/2006 2
TRUE |PSF - Driver Training Testing 4/2£2006 4
TRUE |Defensive Tactics Instructor Refresher Mott Training Center 372452006 36
TRUE |PSF - Driver Training Marina Airport 34142006 4

Updated: 5/15/2006

c. Information in the Training Records includes the following

headings:

(1) Correction: Click the Submit link under the Correction column
to submit a Record Correction Request for a specific
program or instructor hours on your training record. The
information will be sent to your Supervisor for verification and
if approved, forwarded to the Training Coordinator/System
Administrator for the final approval and the correction of the
record. Complete the required fields and click submit. The
screen will look similar to this:
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(2)
3)

Clote Windie Back

Howrs: 2 v

Grade:  rs v

Training Category:

Program Lecation:  Faotc Grove

Training Provider: 077

Frogram Provider:  0FHR

Stan Date:

End Date:

Commest:

Record Correction Request

Program Tidle: |- Tachcel Communicanons

P.0.S.T.: Yes/No indicates whether the program is P.O.S.T.

certified.

Program Title

(a) If the program title has a hyperlink, then the User can
click this link to view details of the approved Training
Request. This screen can be printed by the User to be
included with their Travel Expense Claim. The screen
will look similar to this:

Iame:

Classification

Training Grougp:

Sub Group:

Training Provider:

DPE:

Location

Program Title:

Training Request Is
Tustification:

Date:

Supervisor:

Date Approved:
Supervisor Comment:
Sub-Group Manager:
Date Approved:
Sub-Group Manager Comment
Manager:

Date Approved:
Manager Comment:
Training Specialist:
Date Approved:
Training Specialist Comment:
Accommodation:

Ezplanation

Approved

WAGTY, STEVEN
State Park Supenntendent ITT

Training Section

Williatn Penn Mott Jr. Training Center

DPR

DPR

Healdsburg

Coastal Marme Interpretation
Upward Mobility

Ilook coolin shorts
6512006 - 6/10/2006
HENRY, GINGERLOU
31712006

No Data

HENRY, GINGERLOU
37712006

o Data
KIRSCHENMAN, GATL
37712006

Mo Data

LOMBARD, KARYN
37772006

No Data

Dietary

Lots of fish

Page 12 of 33



Employee Training Management System (ETMS): Employee Help Files

(4)

maintain program certification.

()
(6)
(7)
(8)
9)
(10)
(11)

2. Submit Tr. Request IN | OUT

Training Provider

Program Provider

Location: Describes location of where training occurred.
Completion Date: Describes date program was completed.
Length (hr): Describes length of the program in hours.
Grade: N/A, Incomplete, Credit, No Credit, A, B, C, D and F.
Training Category: Job Related, Job Required, Career
Related and Upward Mobility.

Repeat Interval (months): Number of months required to

a. In-Service Request: This process is used for all training that is
published on the Training Schedule.

1)

To request In-Service Training, click the IN link next to Submit

Tr Request. This will display the current Training Schedule:
The screen will look similar to this:

TRAINING SCHEDULE

Training
Request

Wiew Old Schedule

Cancelled - Zivaneed Park daragenrent—Group2-{Fre=

Link to Traming Catalog

Programs Provided by DPR Training Office

520052006
Cancelled - Beating-Safety-amd-Enforeement SHH20R6—5F52006
Cancelled - ConrseBrader—Sroup7 SH2H2006— 52612006
Cancelled - Fiebd Training-Officer—Group s 42006 55/2006
Ci Hed - Frearmstnspector Refresher—Group4 4502006—5152006
Cancelled - THZWEET First Responder S EEE 5
Sperationa—Croug—7
Ci Hed - Introduetromto-Catformar-State Parkes—Srong
Lifeguard Training /2072006 - 6/27/2006
Lifeguard Traning Group May13-14,20-21,27-28 6/3/2006 - 6/4/2006
Lifeguard Traming 6/10/2006 - 6/17/2006
Cancelled - PersormetFramme—tterrdanceamd ]
Fayrot-Group+
Cancelled - Supervisory Refresher—Croup-23 520066212006
Cancelled - Training for Tnterpretive Traimers—Gronp4 SHHIAR6— 5262006

Water Continuing Education Workshop Group 3

5/2/2006 - 5/12/2006

H26E5

2085

342202006

342202006

312272006

2085

2085

HHHES

117142005

Location Email / Phone
MiarcontEonfersncs s 1 Komb@parks.ca.g
= (916 6518264
apsabody@parks ca gov
SarkuisFroerrom it PEABOTE SRR (83D 6497132
Homb@parks.ca.gov
Redwood FrainingRoom  EOMBARE KR (016 651-8264
B HIELSOH, JDANIELSOMN; ks.ca.207
Iifots Traiving Cettar g
ey (831) 6492054
biintt Frating Conter DAMIEESOM:  IDANIELSON@patks ca gov
o AHNE (B31) 6292954
i chuck@patks ca gov
Mot Fenice SOWBR SHAREES (330 6497124
mgree@parks ca g
t-Fraomims-Center REEH- (831) 6492061
Hustington StateBeach ~ PEABODY, ALEx ~ °Pesbody@parkscagov

Huntington State Beach

PEABODY, ALEX

HuntingtonState Beach  FEABODY, ALEX
Freining-Foom
ot Fraining Gerder  EOMDARDAGHETH
ot Fraiing Center  GREBHNMICHAFE
Mott Training Center  ~eyme cprapy s

Annex

(832) 649-7132
apeabody@parks ca gov
(337) 649-7132
apeabody@parks cagov
(837) 649-7132
skincaid@parks ca gow
(916) 6516725
Hombi@parks.ca.gav
(916) 651-5264
ugree@parks.ca.gov
(331) 649-2961

chuck@parks o2 gov
(331) 649-7124

(2)

Headings: Information is displayed by the following headings:

(@) Training Request: Click the Sign Up link to submit a
Training Request. Complete all required fields and

Updated: 5/15/2006

Page 13 of 33




Updated: 5/15/2006

Employee Training Management System (ETMS): Employee Help Files

3)

submit. The request will be sent to your Supervisor for
approval. The screen will look similar to this:

IN-SERVICE Training Request Form

*

Program Title:

Date (Start-End):

Click for deftuition
Training Category:
* Justification:

Accomodation: Mone |+

Accomodation
Explanation:

Supervisor:

* Required Figld

Basic Carpentry Skills 18

12/17/2006 - 12/22/2006

HEMRY, GINGERLOU |+

Flease Select  |w

(Mlax of 300 characters)

(Iulax of 300 characters)

(b)

(€)

(d)

(€)
(f)

(9)

Program Title [A-Z]: User can sort by clicking this link.

[1] Syllabus: If Program Syllabus is available, click the
View Syllabus link to bring up the PDF file of the
current Program Syllabus.

[2] Moadified: Click the View Comment link for any
modifications.

[3] Cancelled: Click the View Comment link for
information on cancellation.

Program Date [A-Z]: User can sort by clicking this link.

Generally these dates are the check-in and check-out

dates for lodging accommodations associated with the

program. View syllabus for program agenda.

Training Request Due Date [A-Z]: User can sort by

clicking this link. This is the date that all requests are

due.

Location

Training Specialist [A-Z]: User can sort by clicking this

link. This is the Training Specialist that is responsible for

this program.

Email/Phone: Training Specialist contact information.

View Old Schedule: Click this link to display past scheduled

programs.
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(4) Link to Training Catalog: Click this link to view the Training
Catalog.

b. Out-Service Request: This process is used for all training that is
not provided by the Training Office. Once this training has been
completed, a Training Attendance Roster must be completed to add
the program to the Employee’s training record.

(1) To request Out-Service Training, click the OUT link next to
Submit Tr. Request. This will display the current OUT-
SERVICE Training Catalog and a link to a list of programs that
have been scheduled by DPR Training Groups. The screen
will look similar to this:

[ Close Window ] [Elack]

OUT-SERVICE Training Catalog

Eeruest add program Programs Prowvided by Zearch by Program Title by Eeyword:
SUBNIT DFE. Training Groups
it

Program Title Program Category P.O.S.T.

(20 Programs Provided by DPR Training Groups: Click the
View link to view the programs provided by DPR Training
Groups. The screen will look similar to this:

Programs Provided by DPR Training Group(s)
Training Request Email / Phone

. stevew(@parks.ca.gov

Sign Up L LRT - Beach Driving Refresher  (Wiew Comment) 5/31/2006-5/31 /2006 511572006 Training Office (068)  WAGY, STEVEN (331 277.7114
. stevew(@parks.ca.gov

Sign Up Driver Awareness (View Comment 5/3142006-5/31/2006 51572006 Training Office (068)  WAGY, STEVEN (331 277.7114
S1an Up Caneelod - FEP—Drirsr Trainmg— o Comrenty S5 2006 Bit2005 Fraining Office B8y WAGY, STEVEN 5“"&‘;’%’;‘_‘;@1:8”"
5 T ", g 2 - stevew(@parks.ca gov

Sion Up Modified - PSP - Driver Training  (View Connnent) 322006652006 5132606 Trafuing Office (#68) WAGY, STEVEN (830 277.7114

(@) Headings: Information is displayed by the following
headings:
[1] Training Request: Click the Sign Up link to submit
a Training Request. Complete all required fields
and submit. The request will be sent to your
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Supervisor for approval. The screen will look similar
to this:

OUT-SERVICE Training Catalog

* Required Field
* Program Title:

* Supervisor:

Click for defimifion
* TRATNING CATEGORY:

* Training Provider:
* Program Provider:

* Program Location:

* Start Date:

* End Date:

* Program Length{Hrs):
* State Time(Hrs):

* Employee Time(Hrs):
* Registration Cost:

* Estimated Per Diem:

* Justification:

Access Level I
WATTS, WILLIAM |
Please Select  |v

Federal Agency  |v

MM/DDYYYY

MM/DDAYYTY

Select | v
Select | v
Select|v
£0
$0

(2]

3]

[4]

[5]

[6]

Program Title [A-Z]: User can sort by clicking this

link.

[a] Modified: Click the View Comment link for any
modifications.

[b] Cancelled: Click the View Comment link for
information on cancellation.

Program Date [A-Z]: User can sort by clicking this

link.

Training Request Due Date [A-Z]: User can sort by

clicking this link. This is the date that all requests

are due.

Training Group [A-Z]: User can sort by clicking this

link. This is the DPR Training Group that is

responsible for this program.

Program Coordinator [A-Z]: User can sort by clicking

this link. This is the Program Coordinator

responsible for this program.
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[71 Email/Phone: Program Coordinator contact
information.
(b) Locate the program you wish to attend and click the
Program Title link to view the details of the program. The
screen will look similar to this:

[ Close Window ]

Program Title
Introduction te Califorma State Parles

Category
Introductory Lewel Programs

Program Length
28 hours

Topics
Defiring trussion, purpose and goals of the department, Organizational structure, "Wotlt processes

Department Participants
JTob-required training for all permanent non-peace officer classifications within st months of first
appomtment with the Department of Parks and Becreation,

Job Reqguired Participants
Al permanent non-peace officer classifications

Job Required Participants Conditions
Cotnplete within six months of first appointment with the Department of Patks and Fecreation

Non Department Participants
Ione

Description

This training program welcomes new employees to Califorma State Parkes. Individual courses within the
program define the trission, purpose, and goals of the Department of Patles and Eecreation and
prowide infermation about the Department's arganizational structure and work processes. The program
cottent and structure are designed to help each new employee develop a personal philosophy of park
service and to see thewr mdradual job duties as contributing directly to fulfiling the Department's

3 F0MH.

(c) To submit a training request, click the Submit Request
link next to the program title that you want to attend.
Complete all required fields and click submit. The
request will be sent to your Supervisor for approval.

(d) If the program does not exist in the A-Z listing of the
Training Catalog, the User has the ability to request a
program to be added to the Training Catalog. By clicking
the Submit link, the Request to Add Program screen
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will appear in a pop up window. Complete all required
fields and submit. The screen will look similar to this:

Request to Add Program

Close \Window

Type
Out-Service | v

Program Title

Category
Select

Program Length
Select| % | hours

Repeat Interval
N |~ | Months

P.OS.T
MiA |

P.0.5.T Subject
A

Topics

Description

[1] Once you click the submit button, the request will
be sent to the System Administrator for approval
and inclusion into the Training Catalog. The screen

will look similar to this:

[ Close Window ]

Your raguest to Add a Progreon to ETMS has bean submicted,
You will be receiving notification via e-mail arnce action has been icken.
If the training program is approved, you will need to log into the system to submiit a
Truining Reguest ar Training Attendance Roster.

Updated: 5/15/2006

NOTE: You should check the status of your training requests
periodically.

Training Request Status: IN(0) | OUT(0): Here the User will see the
status of all Training Requests. Within the parenthesis next to IN, In-
Service Training Request and OUT, Out-Service Training Request, will
be the number of pending Training Requests.
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a. In-Service Training Request Status: To view the status of all
pending requests, click the IN(6) link next to Training Request
Status; a new window will open that will look similar to this:

Close Window
IN-SERVICE Training Request Status
Wiew Old Traming Record
Submit
Date Program Approval| Date Approv; Manager |Approval| Date TS
4/21/2006 - HENRY, HENRY, KIRSCHENMAN, KINCAID,
[Detadl] 373006 VAP Cetffiestion 20008 Air o Approved |3/7/I006 | Lovotie o Approved | SOAO0S o Pending  Penting | oo Pending  Pending
42142006 - HENRY, HENRY, KIRSCHENMAN, KINCAID,
[Detail ] 3772006  V.LP. Certification 435006 | CINGERLOU Approved 372006 GINGERLOU Pending Pending GAIL Pending Pending SUMBIER, Pending Pending
Advanced Blectrical | 4/24/2006 - HENRY, HENRY, Hat
[Dotadl] 162006 | o wmsnns | GNGERLOy | APProved |WISEOE | oo TS g | 31672006
PERS Retirement  420/2006 - HENRY, HENRY, KIRSCHENMAN, BOST, Hat
[Detal] 2800 o ehop | 56 GINGERLOp | APPIOVEd MG oo oy Appoved | 2230006 T Approved | 3I/6 iU e e | 3772006
[Detail] 3772006 ngSR;‘ﬁ’D“;:;DP %Z’gggé' PreBnrolled | Approved WHI06  Unassigned, Pending  Pre-Enrollsd Approved | 3/7/2006 ES'SFTRECI - Approved | 3772006
5142006 - HENRY, HENRY, HENRY, YAEGER,
[Dstail] 20282006  Course Leader So0e | GGEnLoy | APRroved | 2RE0NG |t | Approved | 2382008 | STl Approved | IR0S LA Approved | 2/28/2006
saetngy 5342006 - HENRY, HENRY, HENRY, KIRSCHENMALN,
[Detail] 20232006 %xt:ﬁﬁmmam Sarnns | GIGERLOU | APpreved |ZOBA006 | oo o Approved | 223/2006 | Groonos o Approved | 2232006 o7 Approved | 2023/2006
sovkgy 5342006 - HENRY, HENRY, KIRSCHENMAN, . . KIRSCHENMAN, ’
[Detail] 3162006 %xt:ﬁﬁmmam Sarnne | GIGERLOU | APpreved |MIGQ006 | oo o Approved | 3162006 | i Pending  Pending ) Fending  Pending
i cad el 5342006 - HENRY, HENRY, HENRY, : . KIRSCHENMAN, :
[Detail] 3162006 %xt:ﬁﬁmmam Sarnns | GIGERLOU | APpreved |MIEQ006 | oo o Approved 3162006 |G o Pending  Pending |y Pending  Pending
Water Continuing
: 50242006 - HENRY, HENRY, Hot
[Detail ] 10/17/2005 ﬁfZ'ka'fJ; , sanins. |emommron [Arerered 10072005} oo L e |10/23/2005
5114/2006 - HENRY, HENRY, Mot
[Dotadl] 01772005 Facltatordidlls 6 Jpgooe” s o Approved 10ZL2005 i o 1042372005

(1) Headings: Information is displayed in the following headings:

(@) Training Request: Click the Detalil link to view the details
of the Training Request.

(b) Submit Date: The User has the ability to cancel a training
request prior to the Supervisor taking action. The Cancel
link will appear next to the date in the Submit Date
column. The screen will look similar to this:

IN-SERVICE Training Request Status

Wiew Old Training Record

an:
Traind Submit Date FProgram Frogtam ervisor ) Date | N roval| Date | Mana roval I8 Approval
Request | * g Date P P Manager |*FP 2 P ; APP
Gty S22006-  DANIELSON, KIRSCHENMALH,

HENRY, HENRY,
[Detsil] 41072006 [Cancsl] a(;!?:;écpmamm Seo06  IoANNE | Pending  Pending cneer o Pending  Pending | gnuecw oo Pending  Peading | Pending  Pending

[1] To cancel training, click the [Cancel] link next to the
submit date and complete the information. The
screen will look similar to this:
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(2)

Updated: 5/15/2006

4102006 Academy Director/Coordinator Wotkshop  5/2/2006 - 5/6/2006
Are you sure you want to Cancel this program?

(c) Program: Program Title.

(d) Program Date

(e) Supervisor: In the Supervisor column is the name of the
Supervisor, approval action and the date.

(H  Sub-Group Manager: If applicable, in the Sub-Group
Manager column is the name of the Sub-Group Manager,
approval action and the date.

(g) Manager: In the Manager column is the name of the
Manager, approval action and the date.

(h) Final Approval: In this column will be the name of the

Training Specialist, approval action and the date.

NOTE: To view the reason the training request was not
approved, click the Not Approved link.

To view old requests click the Tr. Request Status IN(0) link
under My Personal Records or View Old Training Record link
on the In-Service Training Request Status page. The screen
will look similar to this:

(@)

[ Close Window l [Elack]

Training Request Search

Spart Dage: | 01/01/2005 -
MLDDYYYY

End Date: | 06/30/2005 -
MMLDDYYYY

Enter the Start Date and End Date for the program(s) you
wish to view and submit. The screen will look similar to
this:

Page 20 of 33



Employee Training Management System (ETMS): Employee Help Files

Submit Program Suh Gr uup
ke e - el

Field Training 222005 - PEFITO,
etail ] 12/7/2004 Shoavar 63 Pre-Entofled  Approved 12/7/2004 Unassigned, Pending Pendmg E ]_lad Approved | 12772004 ALPHONSO A o 127772004
Fublic Safety 6/12/2005 - 5 f . Pre- HAMBARD, Hot
Pre-Entofled  Approved 3192005 Unassigned, Pending  Pending Faralled Approved 371972005 WILLIAM hiivend 511942005

[Detadl ] 315/2005 Coordinators Training 1 6/16/2005

b. Training Request Status Out(#): This will look and function similar
to the In-Service Training Request Status except the Training
Coordinator has the final approval.

4.  EVALUATION(S): The 90-Day Evaluation process is intended to
provide a bridge between classroom instruction and the on-the-job
application of training. The information obtained through this process
will assist the Employee, Supervisor, and Training Center in providing a
return on the training investment. The number of evaluations due is
shown within the parenthesis. The screen will look similar to this:

[ Horme ] [ Back ]
Program Title Start Date End Date
Defensive Tactics Instructor Eefresher 12/5/2004 1201062004
Officer Involved Shooting 117772004 11/12i2004

To complete the form, click the Program Title link and complete all
required fields and submit. The screen will look similar to this:
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90-Day Evaluation

HAWRARC, WILLIAN
Program Title : Defensive Tactics Instructor Refresher Date : 12/5/2004 - 12/10/2004

The post-training evaluation process is intended to prowide a bridge between classroom mstruction and the on-the-job
application of training. The information obtained through this process will assist the training participant, supervisor, and
Traming Center in providing a return on the traming investrent.

1 2 3 4 5
Statement Never/  Small Moderate Great Sirongly NA
Rarely  Exient Extent Extent Agree
To what e$ent did you use the knowledge andfor skill prior to o o o o o o
attending thiz course? E E z = % %
To what extent have vou had the opportumty to uze the . ( o —~ = =
knowledge andfor skill presented in this course? : .
To what extent have wou actually used the knowledge andfor - = - o c .
skill presented in this course after completing this course? -
To what e.xte.nt has your confidence in.using the knowledge - o~ o c o =
andfor skills increased as a result of this course? -
To wh_at extent did you receive the assistance necessary in o c - o — —
prepanng you for this course? - -
To what extent has the content of this course accurately - =< . = ~ -
reflected what happens on the job? 3 =
To what extent have wou had access to the necessary e - o c e i
resources to apply the knowledge andfor skills on your job? =
To what extent have you received help through coaching
andior feedback, with applying the knowledge andior skills on O O O O O O
the job?
0% 20% 40%o 60% 30% 100%

L3z aresult of this course, my performance on the course . o - - o o
obiectives has changed by, 7
A ult of thi all job petf h o % . .

s aresult of this course, my overall job performance has o o o o o

changed by.
Supervisors: Findings should he included on the employee's Appraisal and Development Flan, DPR911

Indicate specific steps you andfor your supervisor have taken to apply this training and to continue indidual development
assoctated wath thiz tramming program.

NOTE: User should meet with their Supervisor to discuss the steps that
were taken to apply this training at the workplace and document them in
the area provided. The information entered here will also appear on the
evaluation form that the Supervisor fills out for the employee.
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D. RESOURCE CENTER: This section provides the User with training resources
that are available.

1.

Classification: On this link the User will have the ability to view programs

required for a specific classification. The User can search for a

classification based on a key word or A-Z listing. The screen will look

similar to this:

[ Close Window ]

[Elack]

Required Programs by Classification

Zearch by classification:

search

(4] [B] [C] [D] [E] [E] [G] (H] 1] (] (K] [L] [M] [H] [©] [B] [Q] [R] [S] [T] [U] [V] (W] [X] [¥] [Z]

Class Code Classification
6766 Park Mantenance Assistant
6232 Park Mantenance Chief T
6535 Park Mantenance Chief TT
9918 Park Mantenance Chief TIT
6229 Park Mantenance Supervisor

Required Program(s) [ Frequency ]
Introduction to California State Parks

Ethics Onentation for State Officials  [24 months]
Supervizory Course  [72 months]

Supervizory Befresher [72 months)

Ethics Onentation for State Officials  [24 months]
Superwizory Course  [72 months]

Superwisory Refresher [72 months]

Ethics Onentation for State Officials  [24 months]
Management Course

Supervizory Course  [72 months]
Supervisory Befresher [72 months]

Supervizory Course  [72 months]

Updated: 5/15/2006

a. By clicking the Required Program link, a popup window will open

showing the details of the program in the Training Catalog. The

screen will look similar to t

his:
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Cloze Wvindow ]

Program Title
Introduction to Calfornia State Parks

Category
Introductory Lewvel Programs

Program Length
28 hours

Topics
Drefiring mission, purpose and goals of the department, Orgatzational structure, Work processes

Department Participants
Job-required training for all permanent non-peace officer classifications within stz months of first
appomtment with the Department of Parks and Eecreation.

Job Required Participants

Al permanent non-peace officer classifications

Job Required Participants Conditions

Complete within six months of first appointment with the Department of Parks and Eecreation

Non Department Participants

Updated: 5/15/2006

Maone

Description

This training program welcomes new employees to California State Parks. Individual courses within the
program define the mission, purpose, and goals of the Department of Parks and Eecreation and
provide information about the Department's organizational structure and wortle processes. The program
content and structure are designed to help each new employee develop a personal philosophy of park
service and to see their dividual job duties as contnbuting directly to falfiling the Department's

mission.

2. Job Title: On this link the User will have the ability to view programs

required for a specific Job Title. The User can search for a Job Title on

a key word or A-Z listing. The screen will look similar to this:

Required Programs by Job Title

Search by Job Title:

Joh Title Required Program(s) [ Frequency |

Advanced Trails Program: Climbing and Figging
Advanced Trails Program: Maintenance Management

Trails Coordinator Advanced Trails Program: Eoad to Trails Mechanized Equipment
Basic Trails Program Maintenance and Management
Intermediate Trals Program Mamtenance and IManagement

a. By clicking the Required Program link, a pop up window will open

showing the details of the program in the Training Catalog.
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3. Training Catalog: This section displays the current catalog information
for programs listed on the ETMS and a training request link. The User
can search for a program on a key word or A-Z listing. The screen will
look similar to this:

[ Close Window ] [ Back ]
TRAINING CATALOG
IFProgram does not exist in the list, Search by Program Title:

chck here to request to add program

(4] [B] [C] [D] [E] [(E] [S] (H] @] [ (K] [L] 4] [N] [©] [E] [Q] (B] [5] [I] (] (V] (W] [X] [Y] [Z] [Other]

Type Program Title [4-Z Category [A-Z |

a. Tofind a program, click the first letter of the program title. The
resulting page will look similar to this:

Clase Window @]
TRAINING CATALOG

I Program does not exist in the lst, Search by Program Title:

click here to request to add program

(4] [B] [C] (D] (E] [E] [S] (H] (O (] (K] [L] (] [(H] [©] [B] [Q] [R] (5] (1] (L] (V] (W] [X] [X] (2] [Other]

Type Program Title [4-2 Category [A-Z

Submit Training Request Owt-Service  Occuli Crimes Public Safety
Submit Training Request Owt-Service  Off-Higloway Moiorcycle Training Public Safety
Submit Training Regquest Out-Jervice  Office Ergonomics Works Administration
Submit Training Regquest Cut-Jervice  Office of Granis & Legal Services Technical Assistant Workshop Administration
View Schedule In-Fervice Officer Iinvolved Shooting Public Safety
Submit Training Regquest Out-Jervice  Officer Ivolved Shooting Supervisory/M: R Public Safety
Subimit Training Request Out-Service  OffRoad Coach Training Course Puhlic Safety
Subimit Training Request Out-Service  OffRoad Driving Puhlic Safety
Subimit Training Request Out-Service  OffRoad Vehicle nstrucior Puhlic Safety
View Schedule In-Service Open Water Ocean Rescue Public Safety
Subirit Training Request Out-Service eration Chameleon Public Safety
Subsrit Training Request Out-Service  Operation Snorkel Public Safety
Subsrit Training Request Out-Service  Ozxnamental Horticulture Reszource Management
Subimit Training Request Out-Service  Qutlaw Motoreyele Gangs Public Safety
Subsrit Training Request Out-Service Quis ing Receptionist Administration
Subsmit Training Request Out-Service Overcoming Negativity in the Workplace A dministration

b. To view the details of the program, click the Program Title link.

c. By clicking the Submit Training Request link, an Out-Service
Training Request Form will appear; complete all required fields and
submit.

d. By clicking the View Schedule link, the current training schedule for
the program will appear. If “No Data” is listed, the program has not
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been scheduled on the Training Schedule. The screen will look
similar to this:

[ Close Window ] I Back ]
TRAINING CATALOG
IFProgram dees not exist in the list, Search by Program Title:

click here to request to add program

(4] [B] [€] (D] [E] [E] [G] (H] (1] (1] (K] [L] (] [M] [©] [E] [Q] [R] [2] [T] [O] [V] (W] [X] [¥] [2] [Other]

Tvpe Program Title [4-2 Category [4-2

Submit Training Reguest Out-Service  Occuli Crimes Public Safety

Submit Training Request Out-Service Off Highway Motorcyele Training FPublic Bafety

Subinit Trainding Request Out-Bervice Office onomics Works: Adainistration

Submit Training Request Out-Service  Office of Granis & Legal Services Technical Assi: Workshop Administration

Officer hvolved Shooti
View Schedule In-Bervice Public Bafety
64542006 - 67372006 (M ott Training Center) ¥

Bubmit Training Request Out-Bervice Officer hvolved Shooting Superviso: ement Response Public Bafety

Subinit Trainding Request Out-Bervice OffRoad Coach Training Course Public Bafety

Submit Training Request Out-3ervice  OffRoad Driving Puhlic Safety

Submit Training Reguest Owt-Service QffRoad Yehicle Instrucior Public Safety

View Schedule In-Service Open Water Ocean Rescue FPublic Safety

Subinit Training Request Out-Bervice eration Chameleon Public Bafety

Submit Training Request Out-3ervice  Operation Snorkel Puhlic Safety

Bubmit Training Request Out-Service Ormamental Horticulture Resource Management
Submit Training Request Out-Service Ouwilaw Motorcycle Gangs FPublic Safety

Subinit Training Request Out-Service Ouis ing Receptionist Adainistration

Submit Training Request Out-Service Overcoming Negativity in the Worlgplace A dministration

(1) To sign up for the program, click the Program Date link and
complete all required fields and submit. The screen will look
similar to this:

IN-SERVICE Training Request Form

* Required Fisld

Program Title: Basic Carpentry Skills 18

Date (Start-End): 12/17/2006 - 12/22/2006
Supervisor: HENRY, GINGERLOU |+
Click for dafinition Please Salect v
* Training Category:
e it Mz of 300 characters)
Accomodation: Mone (v
At ation (Wlax of 300 characters)
Explanation:
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If program does not exist in the Training Catalog, click the SUBMIT link
to request to add the program to the Training Catalog.

D. Training Schedule: Click this link to view the current Training Schedule. The

function of this link is described in the Submit Training Request IN/OUT
section.

E. Program Roster: Click this link to view the program rosters. They are listed

by Program Title and Date. The screen will look similar to this:

1.

Updated: 5/15/2006

[ Print this Page ] [ Cloze Wvindaw ] View Old Program Rosters
Program Roster
Program Title [A-Z] Prng]l&Date Roster Traming Specialist

oo Helerri & HAROBE—HIT2006  View kY-S TEVEN
Modified - Academy Direclor/Coordinator Workskop ~ (View Syllabus) 3/22006-5/62066  View KIRSCHENMAN, GAIL
Modified - Adoba  (View Syllabus, 3202006-5302606  View GREEN MICHAEL
Modified - Advauced Electrical Skiils 4242006 - 4282606 View COMEBS, CHARLES
BrestePhamririreSits—S b —SH View AR -CH R RS
B s ettt —TFest2-Disapprored SRR 2006 View AASYSTEVEN
Modified - Coastal Marine huterpretation 652006 616020606  View  LOMBARD, EARFN
Soursebeader—6 & View IEEARE ok R
Soursebeader—F Wiew G R
Course Leader SA1/2006 - 57512006 View YABCGER, PAMELA
Defensive Tactics Instructor Refresher 44 Af2472006 - 4/28/2006 \hﬂ DANIELSON, JOANNE
FarititatorSkitte—6 SEAR006—5192006  View EEMEAREAGRYH
Modified - Firearms Inspector 3272006-53L260606  View DANIELSON JOANNE
Modified - Gaological Socisty of Amarica & T12606- 6152066 View  LOMBARD, EARFN
Modified - HAZMAT Asbestos Awaraness 612006- 632006 View  KINCAID, SUMMER
T St Wi B G RLE
HrstorreFreserratron—i9 View D LR TEE
Maodified - Historic Structures Maiutenance 416:26006-4202066  View  FAEGER, PAMELA

terCatiferer Shube Pavks—3% SHHZRRE=S52008 View WA ER R

Maodified - Introduction to California State Parks 65/2006- 6/%2606  View  PETERSEN BRIAN
Officer Involved Shooting 7 632006 - 6/8/2006 View  DANIELSON, JOANNE

Program Title [A-Z]: Users can sort Program Title by clicking this link.

Program Title: By clicking the Program Title link, details of the

program will appear from the Training Catalog.

(1) Syllabus: If Program Syllabus is available, click the View
Syllabus link to bring up the PDF file of the current Program

Syllabus.

(20 Modified: Click the View Comment link for any modifications.
(3) Cancelled: Click the View Comment link for information on

cancellation.

Program Date [A-Z]: Users can sort by clicking this link. Generally
these dates are the check-in and check-out dates for lodging
accommodations associated with the program. View syllabus for
program agenda.
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Roster: Click the View link to see a list of all the participants enrolled in
the program. The screen will look similar to this:

Adobe - (5/20/2006 - 5/30/2006)

[ Close YWind ow ]

[ Frint this Page ]

o

Enrollee
#

1

Alternate

DFR Permanent Trainee(s)

HName

BACHMAT,
STEPHEN

DANIELEON,
JOANNE

HEMNETY,
GINGEELOTT

PETERSEN, ERIAN

TAEGEE, PANMELA

TAEGEE, PANMELA

Classification

Agsociate Park and
Recreation Specialist

State Park
Superintendent IT

Staff Services Manager
II (Supervisory)

Office Technician
(Typing)

Staff Zervice Analyst
{(General)

Staff Service Analyst
(General)

Training Group

Tnactive

Training Section

Training Section

Training Section

Training Section

Training Section

NON Permanent Trainee(s)

Name
COFTHEJUNGLE,
JANE

CETHETUNGLE,
TARZAN

Classification

vine swinger assistant

vitie swinger

Employer

DFE Congo

a. You can sort the roster by Name or Training Group.

b. By clicking the Excel icon, you can download the roster to an Excel
file.

Training Specialist

View OIld Program Rosters: Click this link to view old program rosters.

The screen will look similar to this:
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[ Close Window ] [Elackl

Program Roster

Start Date:
MMMTDUVYYY

End Duate:
MM/DDAYYY

a. Enter the Start Date and End Date for the program(s) you wish to

view and submit. The screen will look similar to this:

Program Roster

Start Date: | 71/01/2005 £ -
MMDDAYYY

End Date: | V6/30/2005 I -
MMDDAYYY

Program Roster
Program Title [A-Z] ng]r;;lDam Roster Training Specialist
Ei Iedical Responder (EME) Instructor Refresher  14(Pre-Selected)  1/2/2005- 1/7/2005  View GARDNER, MICHELLE
Trails Estimating and Grants Workshop 17212005 - 172005 View COMES, CHARLES
Management Course  17-I1T 1/2/2005 - 141372005 View WAGY, STEVEN
2-244 Field Observer and 3.245 Display Processor 14902005 - 141272005 View COMES, CHARLES
Firearms Instructor  15-1 1/2/2005 - 171472005 View PEPITO, ALPHONSO
Field Training Officer Refresher 2 141742005 - 142142005 View  PEPITO, ALPHONSO
Intermediate Plumbing Skills -~ 31 141672005 - 12172005 View COMBS, CHARLES
FremmetrstroetorRefreshrer—25 T =+ View TEVEN
MAXIMO Workshop for Park b Chiefs 142372005 - 1/28/2005  View COMBS, CHARLES
Supervisory Practices—65 —2H View MBS CTRAREE
District Interpretive Coordinators Workshop 2 143172005 - 2/4/2005  Wiew  PEPITO, ALPHONZO
Administrative Workshop 9 20772003 - 241172003 M WAGNER, LAURA
Advanced Electrical Skills 9 2062005 - 211102005 View COMES, CHARLES
Defensive Tactics Instructor Update  (Pre-Selected) 2/16/2005- 2172005 View  PEPITO, ALPHONSO
eSO trsefPeaeeoffeermiv WView RS- TR REES
Supervisory Cowrse  2-Module [ 2/13/2005 - 2182005 View COMBES, CHARLES

F. Message from Mott Training Center: Periodically the Mott Training Center
will post a message for all users of ETMS.
1. New Message: If there is a new message from Mott Training Center,

there will be a link that will look similar to this:

Message from Mott T.C. [New]

Updated: 5/15/2006
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By clicking the new link, the User can read the new message. Once the
message has been read, it is transferred to the Message Archive link.

G. Message Archive: Click this link to view old messages.

H. MTC Web Site: Click this link to view the MOTT Training Center Web Site.

l. P.O.S.T. Web Site: Click this link to view the P.O.S.T. Web Site.

J. DPR Web Site: Click this link to view the DPR Web Site.

K. Suggestions?/Errors?: Click this link to submit a suggestion or error.
Complete all required fields and submit. The screen will look similar to this:

@ https:.-‘.-‘etms.parks.ca.gov.-“.r'ersiun2.-‘ReportError.-‘default.asp?Su...Ig@

Subject:

e

. _

@ Dane é 0 Inkernet

NOTE: Please submit the Uniform Resource Locator (URL) for the Error or
Suggestion you are submitting. The address is loc on the top left hand
corner of your Internet Browser. The screen willLldok similar to this:

&) User Home Page - Microsoft Internet Explorer

Edit  “iew Favarites Tools  Help

Qe - © ¥ &G

Address |ﬂ:| https:Il',l'etms.parks.ca.guﬁ"v'ersiu:unZ,l’User,l’

| search

s a

"E/'n‘\? Favarites

1. Anemail will be sent to the User by the System Administrator
regarding your Error/Suggestion.
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V. P.O.S.T. MANAGEMENT

A. Advanced Officer Training: State Park Peace Officers are required by
P.O.S.T. to complete Continuing Professional Training (C.P.T.). All State
Park Superintendents Il and Lifeguard Supervisors Ill and above are required
to complete a minimum of 24 hours of Advanced Officer Training every 24
months. For these classifications the screen will look similar to this:

P.OS.T. ( C.P.T. ) Management

Requirement : Advanced Officer Training (24 hours every 24 months)

Program Title Length Current Due Date In Compliance
Traming Conference 24 114472004 114472006 YES
Total Hours 24 In Compliance

1. In Compliance indicates the required numbers of hours have been
completed.

2. No Data indicates that no POST-certified programs have been
completed.

3.  Out of Compliance indicates the required numbers of hours have not
been completed.

B. Advanced Officer Training/Perishable Skills Program: All State Park
Superintendents | and Lifeguard Supervisors 1l and below are required to
complete a minimum of 10 hours of Advanced Officer Training and 14 hours
of Perishable Skills Programs (PSP) every 24 months. The screen will look
similar to this:

ORGANO, STUART

P.O.5.T. ( C.P.T. ) Management

Requirement 1 : Advanced Officer Training (10 hours every 24 months)

Program Title Completed Hrs Completion Date Due Date In Compliance
Firearms Instructor a0 5/13/2005 51372007 YES
Total Hours 80 In Compliance

Requirement 2 : Perishable Skills (Every 24 months)

Program Title Required Hrs Completed Hrs Completion Date Due Date In Compliance
P3P Firearms Training 4 4 5/1072005 5/10/2007 YES
PSP Driver Training 4 4 BFT(2005 BFT(2007 YES
ESP Arrest and Control Traming 4 4 &72005 &72007 YES
PSP Tactical Communications 2 2 EIT(2005 BIT(2007 YES
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NOTE: It is the Employee’s responsibility to insure compliance at all times.

VIl. REQUIRED PROGRAMS

This displays Training Requirements assigned by the Supervisor or by your
Classification. Supervisors have the ability to require training for their employees
based on their Duty Statement. The System Administrator has the ability to require
training to an employee based on their state classification. The screen will look
similar to this:

Required Programs

Completion Repeat Due
Date Interval Date

Ethics Otientation for State Officials Classification | 12/30/2003 [ NI
cupervisory Eefresher Classification = 4/16/1999 ---

Program Title Required By Compliant

Management Course Classification = 3/20/1992  M/A A YES
Zexual Harassment Prevention Classification  11/16/2005 24 11162007 YES
Purchasing (Video-30 hinutes) Supervisor | 12472006 24 142442008 YEZ

Cal-Card Eefresher (Video-30 Minutes)  Supervizer | 1/24/2006 24 142442008 YES

NOTE: If there are additional Required Programs, the User should contact their
Primary Supervisor.

VIIl. CONTINUAL PROFESSIONAL TRAINING (CPT) MANAGEMENT

Job classifications that require continuing education on a reoccurring basis are
managed on this screen. These certifications can be satisfied by various training
programs assigned by the System Administrator.

An example of this certification is as follows:

ALRT Training is a certification for all Lifeguard classifications. The various
programs that will satisfy the ALRT certification are as follows:

Rock Rescue Training

Aquatic Search, Rescue, and Recovery

Personal Water Craft Operator

Personal Water Craft Operator Refresher

Paddleboard Rescue

Beach Driving

Beach Driving Refresher

Nook~hwnhE

This certification requires completion of 12 hours of any of the above programs
every 24 months.

Updated: 5/15/2006 Page 32 of 33



Employee Training Management System (ETMS): Employee Help Files

The Continual Professional Training (CPT) Management screen will look similar to
this:

Continual Professional Trainming(CPT) Management

{Certification Compliant
Anmmial Lifeouard Eeffresher Tramung (ATET) (16 Hours Every 12 Dlonths) YES

Compliant: Click on YES or NO to view Certification Requirement Detail. The
screen will look similar to this:

[ Close Window ] [Eiau:k]

Certification Requirement Detail

Program Title Taotal Hours | Program Completion Date

SCTTRA Dive Team Eeftesher - 24 howr P.OS T, course 24 115972005
Anmal Swm Test 1 TRIE005

NOTE: If there are additional Continuing Education Requirements, the User should
contact their Primary Supervisor.
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